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PROJECT MANAGEMENT
: 

Project Management is the discipline of planning, organizing, and managing resources to bring about the successful completion of specific project goals and objectives.
Project Management provides:

1. Efficiency

2. Consistency

3. Quality

4. Realism

Every project should respect the basic human rights and promote human diversity through its objectives. Equality among men and women should be protected.

Objectives of your project:

Your project should clearly mention the group or sector of the society you are going to work for, for what, why, where, when and how?

Your objectives are specific goals which need to be achieved in a particular time. It is very important to have the background knowledge of the community,

Your role:

· You should have a clear vision of what to share and develop with the project team;
· Communicate clearly;
· Recognise the need for all project members to have good communication skills and provides opportunities for them to develop and practice those skills;
· Set objectives which are relevant and appropriate to the context;
· Develop a work plan that allocates resources, sets a schedule and arranges for the various equipment needed for the project;
· Able to assign each member of the team a task clearly and concisely;
· Monitor the progress of the project and communicate this to the sponsors, team members and members of the community; and
· Monitor the performance of individual team members against the work plans and agreed outcomes.
· Make sure you have a project timeline 
Managing time as a resource

The most valuable resource the project team has is time. You cannot retrieve wasted time and you cannot save up time when you are not very busy to use when you are overworked. It is essential to plan out your use of time and the activities related to the project. One of the common complaints people make when they are asked to plan out their time for the next few weeks is that the planning takes away their independence and makes the work predictable. It is true that planning takes away the thrill of arriving at work and deciding what to do for the day. But at the same time, planning and timetabling remove the likelihood of unpleasant surprises.

Setting your priorities

You will also need a mechanism to set priorities for each day or week. You will know about the deadlines and will have made arrangements to meet them. But in the real world, often someone will make a demand on your time that you had not foreseen.

Reporting on use of time

Writing a report on what you and the project team have achieved is another way of reporting on how you have used your time. Holding regular meetings, where someone records the main events and progress as well as the major difficulties, is as important as keeping the balance sheet for income and expenditure. And if you have not managed to keep to the timeline, you will need to analyse the reasons and be transparent in reporting your findings. It is usually helpful to distribute the minutes of each meeting to members afterwards, so they can refer to what was discussed and their responsibilities.

Managing Money As a resource

As Program Coordinator, you are accountable for the money and other resources with which to complete the project. Someone must be responsible for managing the finances of the project, either you or someone given that specific responsibility of treasurer. It is important to set up proper bookkeeping processes, so that expenditure never exceeds income. It is also important to establish some basic principles of financial management

Managing people as a resource

One of the major challenges for a Program Coordinator is to manage people, so that they contribute in the most effective way they can to the project. People are important resources for a project, bringing knowledge and skills as well as physical, spiritual and emotional strength. But managing them does not mean treating them as pieces of equipment, ready to do a job. They are also colleagues and friends or, at the very least, people who share a common interest.

Resolving conflicts

Conflicts will often arise in situations where people work together to reach a common goal. Resolving conflict can be one of the most challenging demands made on a Program Coordinator. Probably the important principle in any group situation is to ensure that individuals never criticize or verbally attack another project team member, but rather that they make their criticism in terms of the idea or the action of that person and that the criticism is never demeaning.
Rewarding people

Paid project employees and volunteers should be involved as far as possible in the operational decisions about the project, at least as it affects them. Volunteers may have agreed to work without financial reward, but everyone likes to feel that their contribution is valued. Thanking everyone for his or her role is important. There may be other ways of ‘rewarding’ volunteers and you should consider what might be relevant in your context.

Why evaluate?

Evaluation forms a crucial part of the project cycle. Evaluation is understood to have three possible purposes:
· Accountability – being accountable to all the stakeholders who support your work. In this case evaluation has a type of audit function; 

· Improvement – taking the time to reflect on what worked and what did not work in order to improve the way you do things in the future.  The improvement is normally focused on your immediate project or organization but may also be related to external improvements in community / society such as changes in policy or practice; and 
· Learning – learning from and sharing key lessons about your work usually for a wider audience such as other communities and organizations.  In this case evaluation begins to overlap with wider social research processes. 
So evaluation is a judgement about the value of the outcomes of a situation or project for the purpose of accountability, learning or improvement (and sometimes all three). 

Approaches to evaluation 

Evaluations come in many forms.  As outlined, they can be ongoing throughout the life of a project or only happen at the end.  They can be conducted by people who are internal to the project or external or a mixture of both.  They can be focused on outcomes or process (where we got to or how we got there) or both.  As you work through this module you will consider what kind of approach you will take to the evaluations you do and what the implications are of different approaches.

Planning an evaluation 

A sound evaluation should be planned at the same time as the initial  project planning.  There are a number of key steps that should be considered in designing and planning an evaluation.  They include:
· Considering who should be involved and how

· Identifying the indicators of achievement

· Planning your information collection

· Choosing the evaluation methods and techniques to be used

· Reporting on and communicating the project outcomes and learning

Below each step is considered in more detail and is accompanied by case studies and some key questions you and your team can consider as you develop your evaluation plan.  Consider making notes as you read through each step.

Identifying indicators of achievement

Indicators assist you to measure and assess the degree to which the project is achieving its objectives and overall aim.  Identifying indicators of achievement for your project is crucial for two key reasons:

1. To help you clarify what evidence and information you will need to gather during the project. 

2. To have measures upon which to base your judgements when you evaluate the success of the project. 

During the project design and planning phase you will have identified your project aims, objectives, activities, the outcomes you expect from your project and the indicators / measures that will assist you to make judgements about whether or not you have achieved your objectives. 

Good indicators will have certain qualities. In order to test or improve upon the indicators you have identified for each of your objectives, return to each indicator or measure and ask the following five questions: 

· Is the indicator valid? (i.e. Does it measure what it is intended to measure or is there some other influence?)

· Is the indicator feasible? (i.e. Can the information can be realistically collected with the resources available?)

· Does the indicators include a statement of quantity?
· Does the indicators include a statement of quality? (against relevant standards)

· Does the indicators include a statement of time?
Planning your information collection

Having identified valid and feasible indicators of success for your project, it is also crucial to identify the different types of information you will need to gather as evidence that you have met your objectives.  Planning in advance what information you want to gather, when and how to collect it is crucial for an effective evaluation.  Information can be quantitative or qualitative, the table below gives examples of each.

	
	Description

	Quantitative


	Information that describes quantities eg. figures, percentages, measures of time, weight, distance, growth etc

	Qualitative


	Descriptive information, eg quotes, interviews, stories, media articles, photos etc


Choosing evaluation tools and techniques

Part of the art of evaluation is understanding what techniques are useful for what aspect of the evaluation process. Usually good evaluation makes use of a range of different techniques. Techniques should be chosen on the basis of the knowledge required at the particular stage of an evaluation.

At the beginning of an evaluation it is useful to build a general picture of the context and key issues. Sometimes this is a good point to generate overall numbers.  Useful techniques include: surveys / questionnaires, mapping and timelines.

Later in the evaluation it is often necessary to follow up specific issues.  Useful techniques for this stage include: focus groups, semi-structured interviews and ranking.
Towards the end of the evaluation you should be concerned with crosschecking information, comparing differences, correction, refinement and further analysis. Useful techniques include: stakeholder meetings and feedback processes.

The key is to understand the strengths and weaknesses of various techniques and how they might contribute to evaluative knowledge throughout the process.  Good evaluators will be able to use a wide range of techniques and will be able to use both traditional techniques of social inquiry such as surveys, interviews and documentation review as well as the participatory and creative techniques such as PRA (participatory rural appraisal); drama, story telling etc.
Reporting and communicating project outcomes and learning

Planning how to report on and communicate your project is the last step in documenting your evaluation plan.  While things will change over the life of your project, there may be key reporting deadlines you need to work around or you may identify future opportunities to share your learning / results such as special days, media events, particular meetings or conferences you would like to present results at.  Use the questions below to identify all the key dates and considerations around reporting and communicating project outcomes and add them to your evaluation plan.

� Adapted from TIGED Project Management e-course
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